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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by performng
office functions and handling clerical duties. The work
i nvol ves frequent contact with the public as receptionist for
the Chief's office. The enployee of this class naintains
records for the Fire Chief and acts as backup in maintaining
personnel files for the departnent. The Secretary to the Fire
Chief has the authority to work independently in nost areas,
perform ng special tasks with only general instructions. The
Secretary to the Fire Chief reports to and has work revi ewed by
the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Schedul es appointnments for the Fire Chief as directed, keeps
records of the schedule, and notifies the Fire Chief of
appoi ntnents, neetings, or other scheduled events. Answer s
t el ephone calls and handl es any routi ne questions or requests by
callers or visitors to the office. Acts as receptionist for any
visitors to the Chief's office, screens visitors to determne if
their business warrants seeing the Chief, and directs themto
ot her individuals or offices when necessary.

Takes mnutes or notes at assigned neetings in the Chief’s
absence and transcri bes these notes using speed witing. Types
letters, forms, nenobs, statenents, formal reports, or any other
docunment s assigned by the Fire Chief. Proofreads typed materi al
and corrects errors. Replies to any routine correspondence on
own initiative following departnental procedures or from
directions by the Fire Chief. Conposes business letters in
answer to requests addressed to the departnment or as required to
handl e the needs of the departnent. Conpiles, organizes, and
anal yzes data needed for reports.

Sets up and naintains a filing system Fil es correspondence,
cards, forms, records, or reports in files where they are
organi zed al phabetically, nunerically, by subject matter, and/or
by code. Assigns cross-indexing nunbers to files if necessary.
Keeps records on the |location of materials renmoved from files
and to whom materials were released. Traces mssing files.
Di sposes of obsolete files and records in accordance with | egal
requi renents.

BK 11-19-09



SECFC page 2 of 3

Opens incomng mail for the Fire Chief. Briefly reads or
reviews incomng materials and sorts according to subject
matter. Stanps material to record date and/or tinme it was

received, and processes or files the material according to
departnment procedures.

Enters, l|locates, and retrieves information or docunents which
are stored in hard copy files or in the conputer database

Operates a copyi ng machi ne, facsim |l e machi ne, and cal cul at or or
conputer software application when required.

Acts as backup for conpleting personnel time records for the
finance department and for rmaintaining personnel files.
Oper ates communi cati ons equi pnent for short periods to relieve
comruni cati ons officers.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for adm ssion to
the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmm that the
appl i cant has nmet the mnimum high school graduati on
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elementary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must be not |ess than eighteen (18) years of age.

Must present a certificate verifying the ability to type 45
words per mnute (net).

MUST MEET AT LEAST ONE OF THE FOLLOW NG REQUI REMENTS:
A mnimm of six (6) nmonths clerical experience in which the
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primary duties involved the direct operation of a conputer
terminal utilizing a word processing and/or conputer database
appl i cati on,

OR

Vocational / Technical <certification in the operation of a
conputer termnal utilizing a word processing and/or conputer
dat abase applicati on,

OR

Ot her such alternative experience or training which, in the
opi nion of the board, would satisfy the requirenent.
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